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About Contract Print/Dispatch: 

Users with the role of Contact Administrator have the ability to print procurement contracts for 

the record. Users without this role are not able to print contracts. The Print contract function 

provides users with a hard copy contract for the file. The Dispatch contract function provides 

users with a hard copy contract for signature, when printed.   

NOTE:  A Run Control is required. Refer to NAV 220 INTRO TO REPORTING to add or search for a run 

control.   

Printing a Copy 

1 Navigate to Main Menu > Procurement Contracts > Reports > Order Contracts. 

 

2 Click the Find an Existing Value Tab and click Search. 

3 Select the Run Control ID that you wish to use. 

 

4 Ensure the SetID is set to STATE. 
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5 Enter the Contract ID From: number.   Note: the To: will auto fill.  

6 Click on the Run button 

 

 

7 Ensure the Process Name is selected/checked and click OK 
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8 Click on the Process Monitor hyperlink.  

 

 

Once the Instance status shows Success and Posted 

9 Click the Details hyperlink.  
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10 Click on the View Log/Trace hyperlink.  

 

 

 

11 Click on the PDF. hyperlink.  
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12 The contract document is displayed and available for save or print.   
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Dispatch a Contract for Signature:  

 

1 Navigate to Main Menu > Procurement Contracts > Dispatch Contracts. 

 

2 Click the Find an Existing Value Tab and click Search. 

3 Select the Run Control ID that you wish to use. 

 

 

4 Ensure the SetID is set to STATE. 

5 Enter Contract ID and repeat Steps 6 through 11 (above). 
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6 The contract document is displayed and available for save or print.    


